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CAREER PLANNING FOR INDIVIUUALS

1., GEREBAL

8. Ench momber of the CIA Caresr Steff is assured that with continuing
eabiafactory work performance snd conduet on his part, just and eguiiable
attention will @a'aeearded ta biﬁ personal progress. This is accomplished
in part Ly the implementation of carger plenning for individuals throvghout
the Agency. This reguletion establishes Agency polley on career planning
for gtals personnel in order to effect uniformity in caresr planning
requiramsnts, and furnish guidance to the Headn of Cereer Services fer the
performence of thelr Career Management functions as set forth in Regulation

25X1A | _

be To stendardiszs the function of career plsoning for individuals throughout
the Agency, the "Career Preference Outline® (Astachment A) will be used as
the basic career plaoning dooument. Policies ind procedures for the
preparation and use of the Cerser Proference Outline ere set forth herein.

2, CAREER PREFERERCE CUTLINE

so A& Cerser Preference OQutilve for an individual 1is a dooumanted description
of his caresr interasts end proposed cereer aciivities for en appropriate
spacified time to which are appended the commeats of his supervisor and his
Careor Service.

b, The proposels exprossed by the individual may include suggested retention
in presont position, resssigmment or training. Such propossls may be
specific or gencral ia terms of time and placs. Although ressslgoment
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and formalf%raining may be proposed, the function of carser planning for

individusls doss not imply that such actions are inherent in or required

for career prograsaiona

The Career Preferengs Outline serves the follewing purpoges:

{1} Provides the individual with an opportunity to éxpresa his career
interests and proposals for training and assigrment for the for-
seeable future and encourages him to give serious congideration to
his skill, interests, aptitude, end performence in relation to the
needa of the Agency.

(2) Furnishes the Heads of the Career Services, Operating Officials, and

the Director of Personnel with a guide for future psrsonnel actions
affecting the respective individuals with a goal of increasing the
individual’s potentisl contribution to the Agency.

(3) Assists Agency officisls in meeting present and future personnel
requirenents.

POLICY

Career Preference Outlines will be prepared for any staff employee or

staff agent, if in the opinion of the individuval and/or his supervisor

and approved by the Head of his Career Service, such documentation for the

individual is required or desirable. Heeds of Career Services will require

Outlines for persons in their Service as cons!dered nscessary.

The proposals expressed by the individual in the Career Preference Outline

are not commitments for the individual or the Agency, but are guides to

be considered in meking future personnel decisions affecting the individual.
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Dus conslderation will be given to the desires of the irdividual, but
those mat be compatible with the needs of the Ageney and with the indivi—
dualls known ebility or with his demonstrsble potential.

¢. The Career Freference Outline, along with the Fitness Report and other
appropriate records, will be considered in comnection with the initiation
and approval of personnel and training actions affecting the 1ndivi&ualo

4o  RESPONSIBILITIES

8, Heads of Carser Services are responsible for:

(1) The initiation and revisw of Career Preference Outlines for members
of their Service.

(2) The preparing of reports to the CIA Caresr Council, upon request,
regarding the status of the individuel cetreer planning program as it
applies to mambers of thelr Career Services.

b. Operating Officials have the following responsibilities for individuals
under their administrative jurlsdiction:

{1) Mopting appropriate measures to ensure continuing consideration of
the career activitles proposed in the Caveer Preference Cutlines of
individuals in cpnnaction with the initistion and approval of person-
nel and training sctions affscting them.

(2) Advising individusls of Caresr Service decisions which require or
involve mejor changes from the caresr activities proposed in their
Career Preference Outlines.
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Career Vrefsrence (vilinss for membars of the CIA Career Steff presently
in gredes GS-11 and GS-12 will be given first priority by the reapective
Career Services in determining the ssquences for processing Outlines.

The Carser Prefersnce Outline will be prepared in accordance with the
ingtruction attached to the form (Aittachment 4). The supervisor and
other eppropriate officials, having administrative or career planning
jurisdiction over the individual, will assiat as né@ﬁasary or desirable
in the preparation of the Outline.

The stetemert of the individual’s proposals contained in the Carser
Preference Outline will serve as a basis of dictussion betwsen the
individual snd his supervisor. The superviscr will then add his comments
on the individval's statement of career interests and desired traindng
to the Carser Preference Outline. He will include apaeifia-rscammehdani -
tions, if possible, for the individual's future utilization.

The original af the Carser Freference Outline, subsequent to review by
Head of' the appropriate Caveer Service, will be forwaerded to the Office
of Parsonnel fdf £iling in the Official Pewscnmel Folder 6f the individual
soncornad

Copies 5f the Curecr Preference Outline may be zbown or distributed,
subject to the spprovel of the Head of the amployse’s Career Service, to
officleals in other Caresr Services who may be concerned with his
development snd utilization. |
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h. FPropoasals for changes in the Career Preference Qutline may he initiated
by the iadividual or the Head of his Career Seivice any time subsequent
to the initiel preparation of the Outline. Major chenges or Fevisions
will be subject %o the seme review es iz reguired in the procsssing of
the origingl Outline.

DISTRIBUTION: ALL EMPLOYRES
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C CAREER PREFERENCE OUTL INE

This outline 1s designed to provide information regarding the employee's career
interests for consideration by his Career Service. It will be completed and forwarded
| through normal channels to the Head of his Career Service. The original will be filed
in the employee's Official Personnel Folder.

- CONSULT ATTACHED INSTRUCTION SHEET PRIOR TO COMPLETING THIS OUTLINE -

SECTION A, GENERAL

t.NAME OF EMPLOYEE (Lasf-First-Middlo) 2. DATE OF BIRTH 3. SERVICE DESIGNATION | 4. GRADE
5./0RGAN1ZATIONAL TITLE 6. POSITION TITLE . |7 occuPATIONAL CODE 8. OFFICE OF ASS51GNMENT
SECTION 8. ‘ CAREER INTERESTS

9. GENERAL TYPE OF ACTIVITY

~

10, SPECIFlc TYPE OF ACTIVITY (Including aas:gnments)
’ “A. IMMED | ATE (Within next 1 to 2 years)' -

. B. LONG-RANGE (Within next 3 to 5 years)

SECTION C. TRAINING _

Il.EORGANIZATIONAL. EXTERNAL. AND ON-THE-JOB TRAINING
A. IMMEDIATE (Within next ] to 2 years)

B. LONG-RANGE (Within next 3 to § years)

12, ADDITIONAL COMMENTS

| RECOGNIZE THAT THE IMPLEMENTATION OF MY
CAREER PREFERENCES MUST DEPEND UPON THE
NEEDS OF THE ORGANIZATION. | UNDERSTAND
THAT MY PERFORMANCE, CAPABILITIES AND
INTERESTS WILL BE GIVEN DUE CONSIDERATION,

13. DATE COMPLETED 14. BIGNATURE OF EMPLOYEE

1826R000900060044-8
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SECTION D.

COMMENTS BY SUPERVISOR

15. RELATIVE TO CAREER INTERESTS OF EMPLOYEE

t6. RELATIVE TO TRAINING FOR EMPLOYEE °

17. TYPED OR PRINTED NAME OF SUPERVISOR

18- SIGNATURE

19. TITLE

20. DATE

SECTION E.

21, COMMENTS

FOR USE' OF CAREER SERVICE

22. TYPED OR PRINTED NAME

23. SIGNATURE

124 TiTLE

28. DATE

JLEAVE BLANK|

oo
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INGTRUCTION SHEET
CAREER PREFERENCE OUTLINE

FORM NO. 1030

CAREER PREFERENCE OUTLINE

GENERAL

DEFINITION: A Career Preference Outline is a documentéd description of proposed

career activities for an employee for an appropriate specified period. It
serves as a gulde for future personnel actions.

'DESCRIPTION: A Career Preference Outline consists of statements by the individual

of his career interests to which are appended the comments of his supervisors
and his Career Service. The proposals may include suggested retention in
present position, reassignment, or training. Such proposals may be specific
or general in terms of time and place. Individuals and supervisors will rec-’
ognize that continuity of career interest and consistently satisfactory per-’
formance rather than rotation from area to area or function to function are
basic in career progression. Career planuing does not imply that proposals
for reassignment or formal training are inherent or must be included’in a Ca-
reer Preference Outline. o T

PURPOSE: The Organization, through the career planning progfam, maintains an.in-

ventory of employees' preferences for use in planning utilization of manpower.

_Preferences are reviewed and evaluated by the employee's supervisor and his

Career Service in terms of his potential and the needs of. the Organization.

INSTRUCTIONS FOR EMPLOYEE

IMPORTANT -- Read These Instructions Carefully and Complete I'tems 1 through 14.

'PREPARATION: An employee is encouraged to discuss his career interests and proposalé

25X1A

" Item 10 SPECIFIC TYPE OF ACTIVITY -- Indicate the

for training with his supervisor, Career Management Officer, and/or Training
Liaison Officer. Specific instructionsg are listed below:

Jtems 1 through:4 -- Self-explanatory.

Ttem 5 ORCANIZATIOHMAL TITLE -- Indicate the title you use in signing official correspondence.
. Indicate "™one" if no organizational title is assigned to you. : :

,‘Item‘6f;ﬁd 7 POSTTION TITLE -- OCCUPATIONAL CODE -- Indicate position title and code, e.g., In-

tﬁlligencc Officer (Gen.) G&-0132.06. Position title and code appear on the ™I0*.side.
“of SF-52. .

'.Item‘8 OFFICE OF ASSIGNMINT -- Indicate component, Division and Staff, and Branch or Section,.

e.g., Or/PAY Sipport Branch.

Item 9 GUENERAL TYPE OF ACTTVITY -« Indicate the general area of work in which you are interested,:
e.g., Collection of Intclligence, Communicating, Personnel Administration, Reports anal=

hi et ;
Placement SIATINTL

ysis, etc.

immediate and long-range objectives,. e.g.,

Handbool: of

ficer, Intelligence Officer éBiochemistr . >
Clagsification Titles and Codes, | i f available.) _
‘Ttem 11 ORCANIZATICIIAL, TEXTERNAL, AND ON UIE 10D TRAINING -- Indicate what training you believe

vou should have in order to increase your value to the organization.

For or énizational/ffé}dfﬁéiasgwbikAéatalog of Courses, if available. .
. : Fe. ’ 5 Fami 1iar izS¥TOTINTL

Example: Basic Qrientation B-3, ReadingiImprovement I-7,/Operations
0-2, Effective Writing B-2. ’
s s

o

For,

Item 12 ADDITIONAL COMMENTS -- Include any information not given e
in consideration of assignments and training for you in the future.

It 1 d 14 -- f-explanatory.
ems 13 R Hoved For Balease 2001/09/04 : CIA-RDP80-01826R000900060011-9
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INSTRUCTION SHEET
CAREER PREFERENCE OUTLINE
FORM NO. 1030

INSTRUCTIONS FOR SUPERVISORS AND CAREER SERVICE OFFICTIALS

Supervisors and officials assisting in the preparation of Outlines or reviewing pro-
posals for future personnel actions should ensure that the real needs and potential
of the individual are coordinated with the present and future requirements of the
Organization. Specific proposals for reassignment and training included in Outlines
are not to be considered as commitments on the part of the individual or the Organi-
zation. The expression of the individual's career interests and proposals made in
the Outline is a guide for future major personnel and training actions affecting the
individual and must be subsequently considered by officials when approving such ac-~
tions. This 1s not intended to restrict desirable flexibility of action but rather
to ensure that major actions which deviate from the proposals in an Outline are taken
after serious consideration of all pertinent factors. In line with this requirement,
Career Preference Outlines are made a part of an official record (f ém; placed in

the individual's Officiasl Personnel Folder) so they are available to all officials
responsible for initilating and approving subsequent actions affecting the 1ndividua1.

(

COMMENTS BY SUPERVISOR

Items 15 and 16 - The supervisor should comment on the employee s statements of his career . interests 25X1A
and desired training. He will include specific recommendations, if possible, for the employee’s
future utilization. ~The Qutline should serve as a basis: for a discussion with the employee of
his strenghts and weaknesses. The Career preference Outline with items 15 t !

Items 17 through 2() - Self- explanatory

FOR USE OF CAREER 'SERVICE ! : ‘ !

e e S

.Item 21 - Career Servxce offlclals w111 review the employee's statements of preference and the super-_‘

:‘v1sor s comments in terms of the needs of the employee and the Organization. i
Items 22 through 25'- Self-explanatory - - *
e DI STRIRUTION :

The omgmal of the Career Preference Outline will be forwarded to the Director of Personnel ;
and filed in the employee's Official Personnel Folder. Copies of the Outline may be shown or .
distributed, subject to the approval of the fHead of the employee’'s Careér Service, to cfficiafs
in other Career Services who may be concerned with h1s development and utilization,

-7
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